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POLI CE CAPTAIN

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e supervi sory and
adm ni strative positions, the primary duty of which is managi ng
one or more police departnment services or divisions. Pol i ce

Captains participate in the preparation of the departnenta
budget; prepare and maintain departnental records and reports
required to docunent departnment activity; perform public

relations functions; and assist in nmanaging the care,

mai nt enance, and use of departnment equipnent, vehicles, and
property. Police Captains assist and advise subordinates in
conplex phases of the |aw enforcenent operations of the
depart nment. Duties of this class are performed with little
supervision with work reviewed by the supervisor only. Thi s

class ranks directly bel ow the Assistant Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Assunes conmand of departnmental operations in the absence of a
superior officer. Manages, organizes, inspects, and eval uates
t he operations of an assigned division or service. Conduct s
research and participates in conferences, conventions, and ot her
educational neetings in order to keep informed on nodern |aw
enf orcenent net hods, make nmanagenent deci sions, and recomrend
changes i n operational procedures or policies. Reviews incom ng
conmuni cations and routes work to the appropriate person or
| ocati on. Monitors any local conditions which nmay create
situations the departnment nay be <called upon to handle.
| nvestigates accidents involving departnent equipment or
personnel and assists in devel oping and inplenenting a safety
program Participates in developing an internal affairs review
process for the departnment. Participates in a personnel
recruitment and selection program by perform ng background
i nvestigati ons on candi dat es.

Manages | aw enforcenent functions of the department, including
patrol, traffic control and accident investigation, crimnal
i nvestigation, special operations, juvenile operations, and j ail
oper ati ons.

Supervi ses subordinate police departnment enployees. Hol ds
meetings to receive reports and dissem nate information.
Qutlines responsibilities and duties for subordi nates, including
task priorities and | ong termgoals. Inspects the appearance of
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assi gned personnel and equi pment. Assigns work schedul es and
approves | eave. Evaluates work performance of subordi nates and
writes evaluation reports. Resol ves enpl oyee conpl aints and

grievances, and counsels enployees who are experiencing work
probl ems. Maintains discipline.

Pronotes a positive public imge of the work of the departnent
inthe daily performance of duties by interacting with conmunity
menbers. Coordi nates the work of the departnment with rel ated
agencies, releasing information and giving assistance when
needed. Serves as an official departnment representative to the
news nmedia and at any neetings assigned.

Determ nes target areas for a crine prevention or comunity
relati ons program by analyzing l|ocal crinme problens, using
departnment records or information gathering devices such as
polls and surveys to identify these problenms. Assists in the
production of instructional materials to be used in these
prograns.

Assists in gathering information for and preparing the
departmental operating budget. Participates in adm nistering
grant-funded projects, ensuring that grant provisions are net
and that funds are used as specified in the proposal.

Assists in the preparation and maintenance of departnental
records and reports by reviewing records conpleted by
subordinates and by periodically inspecting systems and
facilities for maintaining such. Conpletes records and wites
reports required to docunent the activity of the departnment,
including log sheets, suspect files, and incident reports.
Wites letters in answer to witten or oral requests or as
needed to handl e problens of the police service.

Participates in the general care, nmmintenance, and use of
depart ment al equi pment, vehicles, stations, and grounds.
Locates cost estimates of outside services for the repair and
mai nt enance of departnent facilities, property, or equipnent,
and inspects equipnent or property after repairs to see that
repairs were properly acconplished.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application for adm ssion to
the exam nati on.

Must neet all requirenments of the Municipal Fire & Police Civil
Service Law, including being a citizen of the United States,
being a qualified elector of the State of Louisiana and nust
pass a civil service exam nation for that position.
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Must have a valid Louisiana driver’s license.

After offer of pronotion, but before beginning work in this
cl ass, must pass a nedi cal exam nation prepared and adm ni stered
by an aut horized Doctor authorized by the Appointing Authority,
designed to denonstrate good health and physical fitness
sufficient to performthe essential duties of the position, with
or wi thout reasonable accommopdati ons.

Must be a regul ar and permanent enpl oyee in the class of Police
Lieutenant with the City of Zachary Police Departnment with at
least two (2) years in that class imediately preceding the
closing date for application to the board.

ZA 09-30-02
Rev 12-16-03



